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1. Requesting Agency

2. Division or Bureau of Requesting Agency

’ WASHINOGTOR SUBURBAN SARITARY OOMMISSION M & O DIVISIOR
3. Authorization Requested (Check only one of the squares below).
A ‘ .
Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after
the period of time indicated.
4 5. Description of Records 6. Recommendation
It Describe records accurately. Include title, form number, size of documents, . | of Hall of Records -
Nem work or activity to which the records relote inclusive dates, and quantlty -| and Board of Public
0. {cubic or linear feet). Show recommended retentlon period. Works. 4)
1, | OENERAL CORRESPORDENCE %

&

3.

i

This file relates to complaints, demages, aketehast photostate, etc. |.

They are mostly on Forms E-50, inter-office memo, (8;" X 11"). The
matericl 4is filed by subject habetically, for the years 1939 to
date and occupies 63 drawers (94 cuble feet) in tho office area,
There is also 1/2 drewer of duplication in this office for conveni-
ence which was started in 1953 to date, (3/L cublc feet) and which
is considered non-record material (Art. L1, Sec. 155, Annotated code
of 1951, - The anmual rate of ezccurmlation is vary small.

RECOMMESDATIONs RETAIN FOR FIVE (5) YEARS AND THEN DESTHOY.
WATER & SEWER PLANS

Themter&sewarphnsinthisfﬂavaryinsueandocmpyldraw-
er (2cubic feat)s They are retained in this office cnly until a
Jobisompletadamgmthendiapoaedot, amd in the Design and
Drafting Section permanently. The plans are considered non-record,

in this ofﬁ.oe, within the meaning of the statue governing non~record

% Aft. 11, Sec 155, Aunotated code of 1951). (See Schednle
KEW BUILDING PLANS

The plans are of the Washington Suburban Sanitary Coanission's new
bullding and are retained for maintenance. They occupy 1l drawer
(2 cublic feet) in the office area,

BEGOHHKHDATIOK! BRETAIN PERMAHENTLY.

HMISCELIANEQUS PLAKS

(acorls

7. Agency, Division or Bureau Representative

Schedule Authorized as Indicated in Col. 6 by Hali of

Signature itle - . Date

‘ Records Commission.. Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

sy st € G\‘Q,p SeP 14 1858 e Con a m e~

Date Archivist . Date\Og
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5. Description of Records :
Describe records accurately. Include title, form number, size of documents,
work_or activity to which the records relate, inclusive dates, and quantity
-(cubic or linear feet). Show recommended retention period.-

6. Recommendation
of Hall of Records
and Board of Public
Works.

S|

7.

.of Prince Gsorge's County, Montgomery County, District of Columbia

. Form E=1}46 is a card (5" X 8%) used as a record of installation

6e

|4 &0, ete.

This £ile contains plans for sewage treatment plants, trunk sewers
pumping stations, pajor water lines and filtration plants, maps

water system adjacent to the Commission and plans on the Commis
parking lot. The material occupies L drawers (8 cubdc feet) for
the years 1949 to date. |

RECMMENDATION: RETAIN PERMANENTLY.

METER RECORD CARDS

aniw

majintenance of all water meters. This is being replaced by a new
card also form E-1;6, which gives & more complete history of the
meter, The card shows the meter mmber, make style, date of
installation, location (lot & block), test results, etc. The
material is filed by mmber for the years 1921 to date and ogcuples
106} drawers (37 cubic feet)., There is an accumulation of 73
drawers of form E=1ii6 which has been replaced by the new card, for
the years 1921 = 1932, and is used occasionslly for reference.
4s the only record of ths meter except an alphabetical cross
raference f£ile on eards (3" X S") form E~72 which shows the name,
address, mmber, date installed, and reading. It occupies 75
drawers (93 cubic feet). The ammal rate of accumlation cammot
be determined as the mmber of installations varies,

HECOMMENDATIONs ERETATN PERMANENTLY.
GENERAL (DRRESPONDENCE - WATER AND SEWAGE

This file consists of correspondence and reports (mostly 8i® X 11v)
on all Dams, Filtration Plants and Pumping Stations for the years
1940 to date. The material is filed alphabetically by subject and
occupies 2 drawers (3 cubic feet) in the office area, The anmal
rate of accuzmlation is very small, :

RECOMMENDATIONs RETAIN PERMANENTLY.

A}

AIMINISTRATIVE FINANCIAL & YRARLY DIVISIOHAL REPORTS

The f£ile on Yearly Reports form E=50 (83" X 11") is an amual
sumary of maintenance & operation for the years 1942 - 1953 which
occupies 1/2 drawer (3/4 cubdic foot). The material is filed in a

binder anmually. An Administrative Financial Report occupies 1/l
of the same file drawer and is filed in a folder by year. This -
material consists of statistical data, comparative balance shest,
and statement of operations for the various offices, Construction,

APPROVED BY
BOARL OF PUBLI
WSER LA 1ess

EECOMMEHDATIONs RETAIN PERMAMENTLY.
' ‘ Date

WORKE
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4 5. Description of Records : 6. Recommendation
te Describe records accurately. Include title, form number, size of documents, of Hall of Records -
‘qem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
° {cubic or linear feet). Show recommended retention period. Works.
EXGIMEER REPORTS
of folders separated into

.9.

10,

The matarisl in this file drawor onsiste

3 groups as followsy i o

(a) Beports of operation on the Galtharsburg Sewage
digposal flant for the years 1945 to 1953. The
material is filed by the year and occupdes V)
of a file &rower; -

Repouta, studies, designs, results, notes and

(v)
. miscellansous material on ths Galthexrsburg
- Bewage Treatmont Plant for the years 1935 = 194l.
The material occupies 1/ of the file draver,
{c) Reports of cperetions, studles of flow, data

pertaining to solids, sewage and gludge, for the
yoars 1945 = 1945 and occupdes 1/L of the £ila
drawver. A1) of the material mentionnd above is.
(84" 1 11*) and occupdes ) 1/8 cude feet. .

RECOMMENDATIONs RETAIN PEHMARENTLY.
OPERATING & CHEMICAL REPOR?

This file consists of a camplete record of all chemicals msed in
the Robart B. Horse amd Patuxent Filtration Plants. The form B-765

(wxﬂ)nmwnwmmmﬁtsmw(wxwlf.

Tiere are two (2) ledgers on the Robart B, Morse Filtration Plant
for the years 193} to date and ons (1) for the Patuxant

Filtration Plant. This material occupies 6 linear Anches of shelf
spaeeam:nﬂn,omimuea. Tho anmual rate of accunlation is )2

RECOMMENDATIONs EETAIN PERMANENTLY.
COESTRUCTION PLANS |

The plans are *YI* sige (22" X 32*). They are a oaxplete layout of
all Purping Stations, Dams, Filtration Flants, Tanks and

They are used in this offiee for maintonance. The plans are folded
to 83" X 11® and filed in a lsdper (9" X 12%), There ave 5 ledgers
which occupy 20 linear inches of shelf spaco in the

REQUEENDATIONs HETATN PERMANENTLY. ROARD UF PUBL
: _ . SEP 14 1354
IRVERTORY RECORDS Date - vope s
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Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quentity
(cubic or Jinear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

linear inches.

RECOMMENDATIONs = RETAIN PERMANENTLY.

M & O BEFORTS - MISCELIANEOUS

This file consists of daily, weekly and monthly reports of Commdss-
ion Structures in new subdivisions; Fluorandation of R. B. Morse
Filtration Plant; Sewage Pumping Station; Analysis of samples for
Biochemdcal Oxygen Demand {filed with the State Health Department)
from Gaithersburg Sewage Disposal Plant & Prospect Avenue Plant; .
Anagostia River condition; Engineer's Progress; Mster Repair and
Meter Shop, All of this material (83" X 11%) is filed in binders
for the years 1926 to date and occupies(l} cubic feet) shelf space’
in the office area, The anmal rate of accumlation is very small.

RECOMMENDATION: * RETAIN PERMANENTLY.

METER TESTING REPORTS

The form BE-22); is a wiekly report from the Meter Division consist-
ing of the mster number, make and test results.The material is
filed in a binder chronologieally for the years 1945 - 1953 and
occupies (13 eubdc feet) of shelf space in the office area. This
form has been discontimied since 1953 and is considered non~record
within the meaning of the statue governing non-record material(Art.
l1, Sec. 155; Annotated code of 1951). - :

RECMMENDATION: HETAIN 3 YEARS AND THEN DESTROY.

APPROVICD BY
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SER 13 1552
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